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Overview 

 
Trigger: 
 
This report may be used by department payroll staff to identify possible payroll errors 
before final payroll is processed each pay period.  State Finance must complete preliminary 
payroll processing before this report will be useful.  This report can be used to display all 
earnings and deductions and can be run for closed payroll periods as needed for historical 
research. 
 

Business Process Procedure Overview 
 
Run the Payroll Results Edit report and review the results of preliminary payroll.  Selection 
criteria can be used that will most likely identify potential errors and/or questionable pay that will 
be processed when the final payroll is run.  For example, the report could be used to list all 
employees who will not be paid, or who earned overtime or comp time. 
 
Generally, this report should be run and reviewed after 10:00 a.m. on Monday of payroll week to 
allow time to correct entries before final payroll processes for the period.  (The normal schedule 
calls for preliminary payroll to run on Monday morning of payday week, with the final payroll run 
to occur at 7:00 a.m. on Tuesday of payday week.)  The payroll run schedule is subject to 
change.  Preliminary payroll will be run on the previous Friday if there is a holiday during the 
week of pay day. 
 
The preliminary and final payroll processing run dates are listed on the “Retirement/Termination 
Cutoff Dates” schedule (for the current calendar year).  This document is posted on the Division 
of Finance web page:  www.finance.utah.gov in the Payroll, Payroll Documents section. 
 
 

Procedural Steps 

1.1 Access transaction by: 
Via Menu Reports after Payroll Run > Payroll Results Edit Report 
  
Via Transaction Code Z_PAYROLL_EDITS 
  
Via Favorites Menu Payroll Results Edit Report 
 
Double click on “Payroll Results Edit Report” and the following screen will appear: 
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Input – Available Fields Field Value 
Payroll area UB 
Payroll period Current period or Other period 
Personnel Number Employee Identification Number of the employee (or employees) 
Organization key Department, Unit, and Distribution Code 
Total Paid Hours Used to select employees based on the total number of paid hours 
Wage Types Codes which identify specific types of payments or deductions 
Gross Pay Used to select employees based on gross pay amount 
Net Pay Used to select employees based on the net pay amount 
Retro Records Used to select employees with retroactive pay  

(displays an overview of the retroactive pay) 
Retro Difference Used to select employees with a retroactive pay difference 

(displays detailed information for the retroactive pay difference) 
Wage Report Codes for specific types of payments or deductions over a period 

of time rather than just one pay period 
Page Breaks Yes or No 
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1.2 Specify the payroll area.  The screen defaults to the correct area, UB. 

1.3 Specify the pay period by clicking on the radial  button next to the desired 
selection filter (the button will look like this  after you click on it) then press 
enter.  The screen has the selection of current period or other period. 
“Current period” 

 Use this option when running the report during the week of payday for the 
period being paid. 

 
“Other period” 

 Use this option when running the report for a previous pay period. 

1.4 The “Personnel number” field may be left blank if using the agency “Organization 
key”.  Specific employees may be selected by entering the employee identification 
number(s) in the “Personnel number” field.  Enter more than one EIN by clicking on the 
multiple selection  icon next to the “Personnel number” field.  A box appears that 
allows entry of multiple EIN’s. 

1.5 The “Organization key” field allows entry of the Department code followed by a 
blank space, the Unit code and the Distribution code to specify a selection of an 
employee group.  Use the wild card symbol, *, in the selection criteria to get all 
employees within the same org key.  For example, to print the report for all employees in 
department 100 and units with 01, enter 100(space)01*.  Enter multiple organization 
keys by clicking on the multiple selection  icon to the right of the “Organization key” 
field.  A box appears that allows entry of multiple individual organization keys or a range 
of organization keys. 

1.6 The “Selection Filters” area is used to choose the type of payroll data to appear 
on the report.  There are six types of selection filters: 1) Total Paid Hours, 2) Wage 
Types, 3) Gross Pay, 4) Net Pay, 5) Retro Records, 6) Retro Difference, and 7) Wage 
Report.  Wage Type(s) can be entered on the Wage Type or Wage Report selection 
filters.  A list of Wage Types is available on the Division of Finance web page:  
www.finance.utah.gov in the Payroll, Payroll Codes section. 

1.7 Click on the radial  button next to the desired selection filter listed above in 1.6 
(the button will look like this  after you have made a selection) then press enter.  
To make multiple entries, click on the multiple selection  icon next to the entry box. 

1.8 Click on the Execute  icon in the upper left area that looks like a clock to view 
the report.  Review the report for possible errors.  If errors are discovered, get them 
corrected before the final payroll is processed. 
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1.9 To print the report, click on the Print  icon, or choose List > Print from the 
screen heading toolbar.  

1.10 Examples of completed selection filters and the related reports follow: 

1.10.1 Selection criteria to list employees who have more than 80 hours of pay 
 

 
 

These selection filters were entered and resulted in the following report: 
 

1. Other period: 15 2007 
2. Organization key:  100 042* 
3. Click on the “Total Paid Hours” radial button then press enter.  The entry box 

appears. 
4. Double click on the entry box and a selections option box appears. 
5. Double click on the “Greater than” line and the green greater than symbol 

appears in front of the entry box. 
6. Enter an amount in the entry box.  
7. In this example the amount being used is:  80.00 
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1.10.2 Selection criteria to list employees who have pay within a range of wage types. 
 

 
 

These selection filters were entered and resulted in the following report: 
 

1. Other period:  15 2007 
2. Organization key:  100 04* 
3. Click on the “Wage Types” radial button then press enter.  The entry box 

appears. 
4. Click on the arrow next to the entry box for multiple selection. 
5. Click on the “Ranges” tab with the green ball and enter the wage type codes 

for other types of pay.  Click the clock icon (or F8) for copy. 
6. In this example, the wage type codes being used are:  1100 – 1199 
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1.10.3 Selection criteria to identify employees with other pay greater than $200.00. 
 

 
 

These selection filters were entered and resulted in the following report: 
 

1. Other period:  15 2007 
2. Organization key:  100 042* 
3. Click on the “Wage Type” radial button then press enter.  The entry box 

appears. 
4. Click on the arrow next to the entry box for multiple selection. 
5. Click on the “Ranges” tab with the green ball and enter the wage type codes 

for other types of pay.  Click the clock icon (or F8) for copy. 
6. In this example, the wage type codes being used are:  1100 – 1199 
7. Double click in the amount entry box and a selections option box appears. 
8. Double click on the “Greater than or Equal to” line and the symbol appears in 

front of the entry box. 
9. Enter the amount in the entry box. 
10. In this example, the amount being used is:  200.00 
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1.10.4 Selection criteria to identify employees who will not have any gross pay. 
 

 
 

These selection filters were entered and resulted in the following report: 
 

1. Other period:  15 2007 
2. Organization key:  100 042* 
3. Click on the “Gross Pay” radial button then press enter.  The entry box 

appears. 
4. Double click on the entry box and a selections option box appears. 
5. Double click on the “Less than” line and the green less than symbol appears 

in front of the entry box. 
6. Enter the amount in the entry box. 
7. In this example, the amount being used is:  0.01 
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1.10.5 Selection criteria to list employees with net pay greater than $3000.00. 
 

 
 

 
These selection filters were entered and resulted in the following report: 

 
1. Other period:  15 2007 
2. Organization key:  100 042* 
3. Click on the “Net Pay” radial button then press enter.  The entry box 

appears. 
4. Double click on the entry box and a selections option box appears. 
5. Double click on the “Greater than” line and the green greater than symbol 

appears in front of the entry box. 
6. Enter the amount in the entry box. 
7. In this example, the amount being used is:  3,000.00 
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1.10.6 Selection criteria to list employees with a retroactive pay adjustment(s).  This 
report displays an overview of retroactive pay adjustments.  

 

 
 

This selection filter was used and resulted in the following report: 
 

1. Other period:  15 2006 
2. Organization key:  100 04* 
3. Click on the “Retro Records” radial button. 

 

 
 
The employees in the example above had adjustments entered during pay period 15 (paid 
on 8/11/2006) that resulted in a difference in pay for a previous period. 
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1.10.7 Selection criteria to list employees with a retroactive pay difference.  This 

report provides detailed information for the retroactive pay. 

 
 

This selection filter was used and resulted in the following report: 
 

1. Other period:  15 2006 
2. Organization key:  100 042* 
3. Click on the “Retro Difference” radial button then press enter.  
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The example above shows more detail for the employees listed in the “Retro Records” 
selection filter example.    
 

 Both of these employees have a retro pay difference “For-period” 200614 that was 
entered “In-period” 200615. 
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1.10.8  Selection criteria to identify employees who have pay for specific wage type(s) 
that occurred within a range of pay period end dates. 

 

 
 
 

 
These selection filters were entered and resulted in the following report: 

 
1. Other period:  15 2007 
2. Organization key:  100 04* 
3. Click on the “Wage Report” radial button then press enter.  The entry box 

appears. 
4. Click on the arrow next the entry box for multiple selection. 
5. Click on the “Ranges” tab with the green ball and enter the wage type codes.  

Click the clock icon for copy. 
6. The wage type code used for this example was:  1200 
7. Enter in the pay period end date range. 
8. The Pay Period End Date range used for this example was:  06/29/2007 to 

07/13/2007. 
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